page 1 of 2

SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

GENERAL STATEMENT OF DUTI ES

Performance of highly responsible clerical work, including
typi ng and the taking and transcription of dictation and m nor
adm nistrative details as assigned; and related work as
required.

DI STI NGUI SHI NG FEATURES OF THE CLASS

Work of this class involves inportant and varied detail and
clerical work arising out of the police chief's office. Primry
responsibility is for relieving the chief of nmany mnor
adm ni strative details, including correspondence and the work
may require the taking of dictation. The incunmbent nay advise
with other enployees on matters relating to their work but
supervision is limted to the transmttal of instructions from
the chief.

EXAMPLES OF WORK
(I'l'lustrative only.)

Take and transcribe dictation and type from rough draft and
ot her sources, letters, nmenoranda, fornms, and other material;

Act as clerical assistant to the chief, conpose inportant
correspondence, relieve the chief of clerical detail and m nor
adm nistrative matters and relay orders and instructions wth
the authority of the chief.;

Read reports and summari ze information to facilitate revi ew by,
and to conserve the time of the chief, prepare conprehensive
reports and make speci al breakdown of information for the chief;

Must supervi se and i nstruct other clerical workers in procedures
of good office practices, tel ephone etiquette, and depart nent al
procedure on instructions with the authority of the chief;

Exam ne, check, and verify reports for conpl eteness, propriety,
adequacy, and accuracy of conputations; determne conformty to
est abl i shed requi renents and personally foll owup di screpanci es;

Keep records, make reports, and prepare other witten docunents,
as required.
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SPECI AL REQUI REMENTS FOR ADM SSI ON TO ELI G BI LITY TEST AND FOR
BEG NNI NG WORK | N THE CLASS

Must be not |ess than twenty-one (21) years of age;

Must possess a conbination of experience and training
sufficient, in the opinion of the board, to indicate
sati sfactory performance of required work of this class;

Must successfully pass civil service exanm nation testing ability
for this position;

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nedi cal exan nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.
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